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CREIRULUER IBSTRUCTIMN HO. 5 - Revised

BUBJECT: @eneral -~ Processing of Vouchers, Schedules snd
Contracts for CIA and RSC

~ Bpecific - Fiscal Division Procedure for

1. PURPOSE

To establish & procedure for processing the eriginsls enly
of vouchers, schedules of payments, contracts, and sccounts cur-
rent together with related supporting papers, vhich shall be the
docvments to be swlited and/or scheduled and posted to the sco
_eounting records msintained by the Fisezl Divisien. Such ori-

- ginals shall be retained in Fiscal Processing Breuch as the offi-
cial files of the Fiscal Pivision end shell be sveileble to the
Qeneral Accounting Office representatives fur site suwldit.

2. EFFECTIVE DATE

~ This :rmedm‘e will bs nmade effective at the begimming of
the March 1955 accounting periocd.,

3¢ - CONTRACTS

8¢ The ariginal of each santract received in the Wiscal Division
shall be registered in by the Fiscal Processiog Branche @@nc
tracts chergesble to wouchered allotments will be farwarded
the Accounting Branch for recording of the chligation e tlae
aceounting records and then processed through the Clatwus Branch
for sdministrative exsmination end returned to the Piseal Proo
cessing Branch far filing in a central cantrsct £{le. Cantracts
chargesble to wnvouchered allotments and recerded wn the sc-
counting recards of the FPimance Divisicn will be forwerded to
the Claims Branch for sdministrative examinstion end retwned to
the Fiscal Processing Branch for filing in a centrsl confraect
#4le. Ho copies of comtracts shall be retained in any other
wranch of the Fiscal Bivision.
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bs Vouchers snd supporting docwments received in the Fiscal
Processing Branch relating to contrscts shall be forwarded
without the originsl contracts to the Claims Branch for
the uswal administrative examiration and spproval. When
the awditoers are resdy to examine these vouchers, they
shall request the pertinent comtracte fram Fisesl Processing
Branch, Immediately vupon completion of their emaminmtion,
the auditors shall retwn the original cemtracts to Fiseal

~.Frocessing Branche ,

e oo

‘-Ehe original of each voucher received in the Fiscal Pivision
shall be weees,aed for payment snd pesting to the sscounting recerds,

u.: & ion by mm Processing Branch

(1) Upon initial receipt of vouchers from vendors, cther
sgencies, andfor employee-travelsrs covering either
eemplete or partisl mymnto the Piscal Processing
Branch shalls

(&) Pull all pertinent roceiving reports, paorchase
arders, and other cbligation docwents fram the
files and attach them to the vewchers. If the
complete supporting dste far any voucher has not

Been received, such voucher shall be processed
in the wmarmer prescribed in subparegraph l‘b%
‘Balows

{v) Send &1l incomplete vouchers together with supe
- perting dotuments on file to the appropriate
office for insertion pnd cuampletien by that
office of the "Funds Available” stemp, certifi-
eation andfor etteshwent thereto of the necessary
receliving Infarsation andfor the sutherity, such
s&s the purchase arler wder which the materials
or services were chizined. A transmitial memo-
ranim request form shall be yrepared in duplicate
. and the eriginml foam together with the voucher{s)
and supporting papers will be forwarded to the
sppropriste office; the copy win be mmm in
s perding folder wntil the coapleted [ready fer
pocessing for mymm;) vmm(s) and suppoariing

BECRET
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{c) Post from the originel veuchers apd the No. &

gopies of the gP-1166's to the "Record of Vouchers”
{visivle card £iles) by venfors, other agencies
and exployee-travelers, the following information:.
Agency schedule mmber; date gent to the Disbursing
Offices; and smount wmid 1f aifferent from amount
pilled or claimed (if aiffevent, cross out the amount
already resorfed and enter the smount spproved.)

{4) Retsin ths Fo. % copies of the SP-1166%s in schedule

7 pber sequence with he pertinent wtischments
wntil the paid origirale and Hos 3 eopies of the
gF-1166's are received from the Disbursing Office.

(3) Upon return of the padd originals svd Fo- 3 coples of
7 tee §P-1166's with the paid fate end the Disbursing
Officer’s vouchar nmbers gtamped thereon, Fiscal Pro-
cessing Branch ghells

{a) Segregate the ariginsls of the gF-1166's frem the

~ ¥o. 3 copless sttach the arigisals to the sppli~
esble groups of original support voucherss 8e=
tach the Nc. & soples of the 3F-=118E87s3 and file
the Noo 3 cOpiss of the gF-1166's by schedule number
sequerce in the "Paid gF-1166, Youcher and Schedule
of Payments” fileo

{v) Bepd the & wa-menticned groups of epigingl

pccownting Branch for processing and posting to
the mccounting recards, except payrall schedules.
Mese will be reuted through the payroll branch
Por pecessary scticn prior tO gending to the
Accounting Branch.

{e) FPile the ¥oo b cepies of the gr-1166¢s covering
these vouchers 5a s pending folder labrled “peid
grigioel g¥-11656°s and Vouchers Bent +0 Accounting
Branch for Posting.”

(&) Upon retwrm of the yegoried eriginals of the SF-1166%8
_ and the eriginal voucheTS from the Accounting Rranch
the Fiscal Procesaing franch sballl

SIQRE‘E
e
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(s) Pull from the sbove-mentioned Accoumting Branch

" penlling folder the No, b coples of SF-1166's
which the Aceomting Branch has indicsted shouwld
g5 to the Pinance Divisien for further prosessing
and recordings send the related paid arigionl SF-
1166's and supperting vouchers to ths Finaunce Divi-
sion for processings and file in folder labeled
“pgid Qriginal SP-1166's and Vouchers Sent to Finance
Division for Pesting” anly the Nos 4 copies which
cover the peid originel 8F-1166's and relasted wouchers.

{b) A% this time destroy the other No. % copies of the

" BR-1166's covering the "Non-Finmnce” ariginel SF=
1166%s snd vovchers included in the group just re-
ceived from the Aceoumting Branch.

~ . {(s) PFile the "Nen-Finance” paid original g¥-1166%s and
. supporting vouchers by scoomating period in schedule
muber sequenee, where they will be readily svailable
for subsequent recemciliation or site sudit purposes
m 'BMQ

{5) Upon return of the Ppinence™ oeiginal SP-1186%s end sup-
. parting vouchers frem the Pinance Division, the Fiscal
Processing Branch shalls

(a) Pull from the above-mentioned Finance Divieien

. pending folder the applicekle growp of No. b coples
of SF-1166's ard destroy sll No. 4 copies for vhich
ariginel SF-1166%s snd 81l related voushers were re=
geived from the Fipaace Division.

(b} Interfile the retwned *Finance” paid origimsl SF-
, ?lé%;;@g? gupporting vouchars sa prescribad da
3 (T

ing Brench

Be

AR hcy

(1) The Cleims Branch shall essmine the crigineles only of
 wguchers and shell destroy all oricn coples of vouchers
ewived for sinipistrative exaninatien.
{2} Whem Agexcy contracts are cemcerned, the arigimls of
-7 sech contracts which are neefed for the current day's
work shall be cbimined from the Piscsl Processing Branch

BECRET
B
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by the wditor, Heither origisals nor copies of
Swrrent Agency comtracts sheil be meinteined in the

(3) The original vouchers shell be adminigtratively ex-
. amined and approved, and the voucher abetract forme
T aod the eriginel veushers completed by inficating
thereon: the fiseal year sppropristion; the aliot-
ment accounty the @ ject or 8ub-cb ject chargeables
" the smount spproved far pa nbg and the amount of
obligation tp be liguidated. Voucher numbers will
be indicated on cbiligation documents spd other gup-
Porting papers where neceseary for cross reference

Parposes

(3) Wnen finel peyment as bsen approved which liguidates

‘ %4 obligatiom id full, the pertiment Shligation docu~
ment shall be stamped "Liguidated.” T auly partial
Payment is made, than an sppropriste emtry shell be
vade on & partial yment farp,

(5} Tos approved wuschers supperting Socwsents aitached

- - to sach voucher ghwll Be retwned to the Piscel Pro-
cessing Branch for schedviing to the Disbuwrsing Orfice
for payment,

(6} Purchese crders o Other obligation decuments and the

Ce

(1) The Travel Brsnen shall exmaine the arigizel snd two

- . copies emly of trawel vouchers submitted by Agency
smployees. Al) sxcess copies of travel vouchers shall
be destroyed by the Travel Branch.

(2) Upom completion of the edministrative exsmiretion, the
- . Travel Branch ghall isdicate the voucher muber on obli~

fBtiam decvments and other supporting peapers vhere meces-

sary for oross veference Purpose and retwrn to the Figeal
Processing Branch the originel of esch approved travel

SECRET
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ettached except where the pertiaent trave
already been ! vmrded with & prier voucher

The first ewsmined coRpy of esch voucher shall be re«
tainsd in the Travel Branch in the individual travel
folders mintairsd for each employee-travelers The
cantents of these spdividusl folders shall be reviewed
ot lesst coce a year to retire 4o Records Center copies
of sny vouchers o cther Aocwments ne lenger reguired.
The sectmd COPY of each wouchsr, with get smount paid
and valmtion of T/Rs suppliad, should be returned to
the sdministrative affice of the Agwncy compepent $0
which the traveler is nittached

After all travel autherized By & travel erder hes teen
conpleted and &xpense accsunts have besn received and
approved for gl travel, Porward the other copy of each
sravel arder Lo the Piscal Prosessing pranch for £iling.

4. Astio bg@g@%ﬁw&

Vpon racsipt of ike il eriginel vewchsrs® ent. EF-1166"s
; together with related supperbing Aocoments , the heeouting
- Branch shalls

(1)

{2)

(33

Check the allotment accognts spd (% Jechive classifica~
tion charges ghown oa the Forms Ho. 19k, “Toxber
Aostract,” ageinst the youshers and FP-1166%8 Lo sscere
tain that sll the poating dpocusents sre in agreement
yefore eny postinge &re mpde to the allatment lelgsr o
gensral lsdger seecunts«

Rux, segurais eiddeg mehios totals for exch grovwp of
youcher apstrucis peotmining to the yomchers listed on
& perticwlar gr-2156, e tetal for sach grovwy of
apstracts shovld sgre® with the tetal show@ at the bot-~
tom of the pertinsnt EP-1166, with the axcertion of those
gP-1166's covering travel youchers @& waish the repayment
of truvel atwmioss is qavelved. Approprisbe sotion skall
be taken at @ce o corract any differences found between
the voucher sbstracte snd the gF-1166"s.

petach the voucher ebstracts frem the vouchers sod SP-
1166s and prosses the sbetrachs in eccordavce with the
established sccowting precsdures

SECRET
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(k) Ewter the paid origisal 8P-1166°s end vouchers in
the "Register af Cash Disbursements” in the gape month
they . vers mm by the Disbursing Office. (Esmmle.,
All Waskhing 66's and vouchers paid by the CIA
m’bm"ﬂm Offi@g in Mexrch 1955, should b entered in

the "Register of Cesh Disbursements™ for the momth of

March 1955.)

{5) Btamp the wrigirel SF-1156°s to indicate thet they have
. bsen entersd, srd segregate them and the vouchers iato

two groups: (&) those to be sent to the Fivance Divie
sion for processing emf pewtings snd (b) those which do
not go to Finencr. Attach & emmll pen and ink notes to
the group (h) vouchers to indicate that they should go
to Pinance.  Band deliver the two groups of SP-1166%s
and vouwhers to the Piscal Processing Branch.

- 1

All ariginsl vouchere sof @P-1166's received from the Fiscal
Divisien for yrocessing and posting by the Fiaance nivi&im
gball be bandled ss yromptly &8 possible and shall,

- general mile, be provessed, yosted sad returned i,@ mﬁe !’iai@al
Pivisien within seven work deys after receipt therect by the
Pinance Division. e individw] voushere end supperting dscu-
ments shell be kept intect and the vouchers shall net be de-
tached from their respective SF-1166°.

5» VOUCHER AND SCHEIWIE OF PAYMETRS

nly m%@rmw«mﬁé Toucher szm.ﬂehadule of
Payments,” prepared by the Fiscal Processing Brexch shall be used
as the media for posting to the argounting records and for recon-
ciling the Washington sceount cwrent. Swh @fi@imm S¥-11661s
shall be filed in the manper prescribed in swiysragrayb ke {{M({@)
after all processing wd posting s been a@@wlisma

CL) Upon receipt af & growp of vouchers which bave been ex-
snined and approved far payment, Fiscal Prosessing m"mh
aball sxrange (a8 prescribed in subpersgreph be (2)(s))
such documents for schieduling by appropriste groups to
the Disbursing Office in sccerdance with the following
reskdown (by fiseal yeers when possible)s

SECRET
8-
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(a) Payrolls

(b) Tremsportation

(‘c) Accoumt 135 Charges
(d.) Account 535 Churges

{e) Ageat Cashiers

() Savings Bopts

{g) Direct Bettlewents Paid Prom lapsed Appropriations

{b) Pexth Settlemenis
(ij Specials = Messenger Pick-ups
(J} Arplications for Travel Afvaunces

{k}) Trawel Vouckers on vﬁhﬁi@h Checks are to be Issued
- o Travelsrs

(1) Trevel Vouskers on which mo checks mre to be
issued to wuvelars (either all applied against
travel edvance, o no reimbwseadble travel ex-
penge imm’m@§

{(m} A1l Others
As many vouchers us possible wnder the sbove-required

grovpings should be Listed on ewch SF-1166, which shall
be prepared in giedrupliesta.

After the SF-1166"s have been typed for w group of
vouchers, the SP-1166's together with the related
youchers nd other supporting documents shall be hand
carried to the Certifying Officer for veview and certi-~
fication of the EF-1166's for payment.

Vpon return of the certified SF-1166°s fram the Certi-
fying Officers, the Fiscal Procsssing Bracsh shall send
the criginals and copies Nos. 2 mpd 3 to the Dishursing
Office for payment. The Nos 4 copies of the SF-1166's
and the ariginal wouchers, tegether with related sup-
porting decuments, shell be filed in schedule mwder

SECRE?T
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sequence in the Fiscal Processing Branch pending
retwn of the peid SP-1166's from the Disbursing
2f3ce,

() i.lééwme%m and routing of the peid criginal SP-
o '3 snd vouchers to the Accounting Branch shall
be handled in accardance with subparagreph ha {3},
2bove.

{(5) The processing and routing of ths paid arigiosl SF-

- 1166's and vouchers o the Fimance Division and
i retwrn to the Fiscal Processing Emmh shall
ubparsgraphs ha (!(-)

e

e {2 _3 f

for posting t@ the ""Regigtm“ of Cash Biabm’semxzts and
for reconciling the Weshington sccownt ewrent. Fur de-
tails of the prosedure t0 be Followed by the Accowting
Branch in g@@e@ﬁm ant recerding SF-1166's ses sub-
paragraph sbove.

25X1A9a

Deputy Comptrelise
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